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INTRODUCTION 


The  purpose  of  this  brochure  is  to  provide  a  brief  outline  of  the  Massachusetts  Highway  Department  ("MHD")  relocation 
benefits  available  to  businesses,  farm  operators,  and  non-profit  organizations  (collectively  "Displacee")  displaced  as  a 
result  of  a  MHD  project.  These  relocation  benefits  are  provided  pursuant  to  Public  Law  91-646  "Uniform  Relocation 
Assistance  and  Real  Property  Acquisition  Policies  Act  of  1970"  as  amended  (49  CFR  Section  24),  Massachusetts  General 
Laws  chs.  79,  79A,  and  81  §7J,  and  Massachusetts  regulation  760  CMR  Part  27. 

Since  each  "Displacee"  will  have  unique  relocation  issues  that  cannot  be  answered  in  this  brochure,  MHD's  Right  of  Way 
Bureau  will  assign  a  "Relocation  Agent"  to  each  Displacee. 

It  is  important  that  each  Displacee  establish  a  close  working  relationship  with  the  Relocation  Agent  to  ensure  compliance 
with  the  relocation  regulations  and  facilitate  reimbursement  of  relocation  expenses. 

Prior  to  MHD's  eminent  domain  acquisition  of  the  Displacee's  property,  each  Displacee  will  be  contacted  and  interviewed 
by  a  Relocation  Agent.  During  the  meeting  with  the  Relocation  Agent,  the  Displacee  should  inform  the  Relocation  Agent  of 
all  relocation  needs  so  that  the  Relocation  Agent  can  prepare  a  detailed  report. 

Information  gathered  during  the  interview  with  the  Relocation  Agent  will  be  used  to  develop  a  "Relocation  Plan"  for  the 
Displacee,  to  ensure  that  Federal  guidelines  have  been  met. 

The  Relocation  Agent  will  assist  each  Displacee  with  their  relocation  to  a  new  location.  Services  available  through  the 
Relocation  Agent  will  include: 

Lists  of  available  commercial  properties  being  offered  for  sale  and/or  lease,  which  may  be  considered  as  alternative  sites. 
Site  maps  and  other  pertinent  information  on  available  properties,  and  services  offered  by  city,  state,  and  federal  agencies. 
Additionally,  a  relocation  field  office  may  be  set  up  (when  necessary),  and  Displacees  will  be  informed  of  its  location. 
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Introduction  (cont.) 


Displacees  are  allowed  to  continue  to  occupy  the  acquired  property  for  at  least  four  (4)  months  after  receiving  a  "Notice  to 
Vacate"  from  MHD. 

The  "Notice  to  Vacate"  is  not  sent  until  after  MHD  has  acquired  the  property  by  eminent  domain.  Additionally,  the 
Relocation  Plan  may  provide  more  time  for  a  Displacee  to  complete  a  move  to  a  new  location. 

ALWAYS  MAINTAIN  CONTACT  WITH  THE  RELOCATION  AGENT  ASSIGNED  TO  YOU. 
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I.  DEFINITIONS 

Business.  A  "business"  is  any  lawful  activity  that  is  conducted  prinnarily  for  the  purchase,  sale,  lease,  and/or  rental  of 
personal  or  real  property;  and/or  for  the  manufacturing,  processing,  and/or  marketing  of  products,  commodities,  and/or 
other  personal  property;  or  for  the  sale  of  services  to  the  public. 

Additionally,  the  term  "business"  includes  advertising  displays,  both  on  and  off  the  premises  at  which  these  activities  are 
conducted. 

Non-Profit  Organization.  A  "non-profit  organization"  is  any  corporation,  partnership,  individual,  or  other  public  or  private 
entity,  engaged  in  a  business,  professional,  or  instructional  activity  on  a  non-profit  basis,  necessitating  fixtures,  equipment, 
stock  in  trade,  or  other  tangible  property  for  the  carrying  on  of  the  business,  profession,  or  institutional  activity  on  the 
premises,  and  which  has  established  nonprofit  status  under  applicable  federal  or  state  law. 

Farm  Operator.  A  "farm  operator"  is  any  individual  who  conducts  any  activity  solely,  or  primarily,  for  the  production  of  one 
or  more  agricultural  products  or  commodities,  including  timber  for  sale  and  home  use,  in  sufficient  quantity  as  to 
"contribute  materially"  to  the  operator's  support. 

Contribute  Materially.  The  term  "contribute  materially"  means  that  during  the  two  taxable  years  prior  to  the  taxable  year  in 
which  displacement  occurs,  or  during  such  other  period  as  MHD  determines  to  be  more  equitable,  a  business  or  farm 
operator  had: 

A.  Average  annual  receipts  of  at  least        $5,000.00;  or 

B.  Average  annual  net  earnings  of  at  least  $1,000.00;  or 

C.  Contributed  at  least  33  1/3  percent  of  the  owner's  (or  operator's)  average  annual  gross  income  from  all 
sources. 

If  the  application  of  the  above  criteria  creates  an  inequity  or  hardship  in  any  given  case,  the  acquiring  agency  may  approve 
the  use  of  other  criteria  as  deemed  appropriate. 

II.  ELIGIBILITY  FOR  RELOCATION  PAYMENTS 

Eligibility  for  relocation  payments  ordinarily  begins  on  the  date  the  owner  of  the  acquired  property  receives  a  "Notice  of 
Taking"  from  MHD.  Eligibility  for  relocation  payments  for  tenants  also  begins  on  this  date. 
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If  the  Department  identifies  buildings,  structures  and  other  improvements  (including  removable  buildings,  equipment,  and 
trade  fixtures)  which  are  considered  to  be  part  of  the  real  property  for  which  the  offer  of  Just  Compensation  is  made,  a 
statement  shall  identify  any  separately  held  ownership  interest  in  the  property  (e.g.  a  tenant-owned  improvement),  and  so 
indicate  that  such  interest  is  not  covered  by  the  offer. 

An  item  will  only  be  classified  as  a  tenant-owned  improvement  if  both  the  fee  owner  and  tenant-owned  improvement  owner 
agree  to  this  classification,  or  if  the  lease  indicates  a  tenant-owned  improvement  designation.  In  these  instances,  if  the  fee 
owner  disclaims  all  interest  in  the  tenant-owned  improvements,  then  the  Department  will  inform  the  fee  owner  and  tenant 
of  their  individual  interests,  and  submit  separate  offers  to  the  parties  involved. 

DO  NOT  MOVE  BEFORE  RECEIVING  THE  "NOTICE  OF  TAKING".  DOING  SO  MAY  JEOPARDIZE  YOUR 
ELIGIBILITY  FOR  RELOCATION  BENEFITS. 

III.  ELIGIBLE  RELOCATION  PAYMENTS 

Relocated  businesses  may  be  eligible  for  MHD  relocation  benefits  in  one  of  the  two  following  categories: 
CATEGORY  1 :  Payment  for  Actual  Reasonable  Moving  &  Related  Expenses 

•  Searching  costs  for  a  replacement  site;  and 

•  Actual,  reasonable  moving  expenses;  and 

•  Actual  direct  loss  of  tangible  personal  property  or  purchase  of  substitute  personal  property;  and 

•  Business  Reestablishment  Benefit  (ERB)  payment. 

-OR- 

CATEGORY  2:  Fixed  Payment  for  Moving  Expenses  ("In  Lieu  of") 

As  an  alternative  to  receiving  payment  based  on  the  actual  reasonable  moving  and  related  expenses  (CATEGORY  1 
above),  a  Displacee  may  instead  receive  a  fixed  payment.  Eligibility  for  receiving  a  fixed  payment,  and  the  amount  of  the 
fixed  payment,  is  explained  in  further  detail  on  pages  8  and  9.  Displacees  choosing  this  option  are  not  eligible  for  either 
Searching  expenses  or  a  BRB  payment. 

Fixed  moving  expense  payment  is  based  on  the  average  annual  net  earnings  of  the  business  as  shown  on  Federal  tax 
returns  for  the  two  years  immediately  preceding  the  date  of  acquisition. 


cn         \  \ 
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CATEGORY  1  (Detailed  Explanation) 

•  SEARCHING  COSTS  FOR  A  REPLACEMENT  SITE 

The  searching  costs  payment  may  not  exceed  $  1,000.00,  and  may  include  costs  for: 

A.  Transportation  expenses. 

B.  Time  spent  searching  for  a  replacement  location  (compensation  based  on  reasonable  salary  or  earnings). 

C.  Reasonable  fees  paid  to  real  estate  agents  or  brokers  to  find  a  replacement  location  (not  fees  related  to 
the  purchase  of  a  site). 

D.  Meals  and  lodging  away  from  home. 

Recordkeeping:  All  expenses  submitted  by  the  Displacee  in  a  claim  for  this  item  must  be  supported  by  receipted 
bills.  For  "time  spent  searching",  the  Displacee  must  submit  a  certified  statement  of  the  time  spent  searching  and 
the  actual  reasonable  wage  rate  of  the  person(s)  doing  the  searching. 

•  ACTUAL,  REASONABLE  MOVING  AND  RELATED  EXPENSES 

Expenses  may  include: 

A.  Transportation  of  personal  property  from  the  present  location  to  the  replacement  location  (generally, 
transportation  costs  are  limited  to  a  distance  of  50  miles,  unless  it  is  determined  that  relocation  beyond  50 
miles  is  justified. 

B.  Packing,  crating,  uncrating,  and  unpacking  personal  property. 

C.  Disconnecting,  dismantling,  moving,  reassembling,  and  installing  relocated  and  substitute  machinery, 
equipment,  and  other  personal  property.  This  includes  connection  to  utilities  and  modifications  necessary 
to  adapt  such  property  to  the  replacement  structure  or  to  the  utilities,  or  to  adapt  the  utilities  to  the 
personal  property.  Expenses  for  providing  utilities  from  the  right  of  way  to  the  building  or  improvement  are 
eligible  as  a  Business  Reestablishment  Benefit  (see  page  7). 

D.  Storage  of  personal  property  for  a  twelve  (12)  month  period. 

E.  Insurance  of  personal  property  in  connection  with  the  move  and  required  storage. 
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F. 


Any  license,  permit,  or  certification  required  by  the  displaced  business,  to  the  extent  that  the  cost  is:  (1) 
necessary  to  its  reestablishment  at  the  replacement  location,  and  (2)  does  not  exceed  the  cost  for  the 
remaining  useful  life  of  the  existing  license,  permit,  or  certification. 


G.  The  replacement  value  of  property  lost,  stolen,  or  damaged  in  the  process  of  moving  (through  no  fault  or 
negligence  of  the  displaced  person,  his  or  her  agent,  or  employee)  where  insurance  covering  such  loss, 
theft,  or  damage  is  not  reasonably  available. 

H.  Professional  services  necessary  for:  (1)  planning  the  move  of  the  personal  property,  (2)  moving  the 
personal  property,  or  (3)  installing  the  relocated  personal  property  at  the  replacement  site,  provided  a 
Scope  of  Services  which  is  approved  by  MHD  is  received  and  three  (3)  bids  are  submitted  to  MHD  for 
review.  Authorization  to  hire  Move  Planner  will  be  based  on  lowest  bid. 

I.  Relettering  signs,  and  the  prorated  cost  of  replacing  stationery  made  obsolete  by  the  move. 

J.        The  reasonable  cost  incurred  in  attempting  to  sell  an  item  of  personal  property  that  is  not  relocated. 

K.        Other  moving  related  expenses,  as  determine  by  MHD  to  be  reasonable  and  necessary. 

•     ACTUAL  DIRECT  LOSS  OF  TANGIBLE  PERSONAL  PROPERTY,  OR  PURCHASE  OF  SUBSTITUTE 
PERSONAL  PROPERTY  (49  CFR  24.303  (a)  10  &  12) 

A.        The  payment  for  actual  direct  loss  of  tangible  personal  property  provides  compensation  for  personal 

property  that  is  neither  moved  to,  nor  promptly  replaced  with,  a  substitute  item  at  the  replacement  location. 

Payment  is  limited  to  the  lesser  of: 

1.  The  estimated  cost  of  moving  the  item  (50  mile  maximum) ,  but  with  no  allowance  for  storage.  (If 
the  business  is  discontinued,  then  the  estimated  moving  cost  is  based  on  a  moving  distance  of  50 
miles.);  or 

2.  The  fair  market  value  of  the  property  for  Its  continued  use  at  the  old  location,  minus  any  proceeds 
from  its  sale. 

To  be  eligible  for  this  type  of  payment,  the  Displacee  must  make  a  good  faith  effort  to  sell  the  property, 
unless  MHD  determines  that  such  effort  is  not  necessary. 
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When  payment  for  property  loss  is  claimed  for  goods  held  for  sale,  the  fair  market  value  shall  be  based  on 
the  cost  of  the  goods  to  the  business,  not  the  potential  selling  price.  The  reasonable  cost  incurred  in 
attempting  to  sell  the  item  is  reimbursable  (category  J  above). 

B.        Purchase  and  installation  of  substitute  personal  property 

Payment  will  be  limited  to  the  lesser  of: 

1.  The  actual  cost  of  the  substitute  item  delivered  and  installed  at  the  replacement  location,  minus 
any  proceeds  from  the  sale  or  trade-in  of  the  replaced  item;  or 

2.  The  estimated  cost  to  move  and  reinstall  the  item  at  the  replacement  location  (but  with  no 
allowance  for  storage). 

If  not  sold  or  traded-in,  the  item  must  remain  at  the  old  location  and  ownership  of  the  item  must  be 
transferred  to  MHD  before  the  Displacee  receives  the  payment. 

When  a  payment  for  actual  direct  loss  of  personal  property  or  substitute  personal  property  is  made  for  an 
item,  the  estimated  cost  of  moving  the  item  may  be  based  on  the  lowest  responsible  bid  obtained  by  MHD. 
For  a  low  cost  or  uncomplicated  move,  the  estimated  cost  to  move  may  be  based  on  a  single  bid  or 
estimate. 

Recordkeeping:  The  Displacee  shall  support  the  sale  prices  (if  any)  with  copies  of  the  Bill  of  Sale  (or  other  similar 
document),  and  the  actual  reasonable  costs  of  advertising  and  conducting  the  sale  of  the  personal  property  with 
copies  of  any  advertisements,  offers  to  sell,  auction  records,  and  other  information  --  in  order  to  support  the  bona 
fide  nature  of  the  sale  of  the  personal  property. 

.     BUSINESS  REESTABLISHMENT  BENEFIT  PAYMENT  (49  CFR  24.304) 

Businesses  may  be  eligible  to  receive  a  Business  Reestablishment  Benefit  payment  not  to  exceed  $10,000.00. 
This  payment  is  for  small  businesses  only.  A  small  business  is  defined  as  employing  one  to  five  hundred 
employees. 

This  payment  may  include  a  rent  differential,  costs  incurred  by  the  Displacee  for  replacement  or  redecoration  at 
the  relocation  site,  items  such  as  carpeting,  panelling,  painting,  marketing  studies,  materials  testing  (borings,  etc.), 
engineering  surveys,  legal/professional  services  if  required  for  the  lease/purchase  of  the  replacement  site, 
insurance  premiums,  personal  property  taxes  on  equipment  and  furniture, 
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etc.,  and  any  additional  items  which  are  determined  to  be  necessary  in  order  to  expedite  a  prompt  and  equitable 
relocation.  However,  Federal  regulations  prevent  this  payment  from  exceeding  the  amount  of  $10,000.00. 

-OR- 

CATEGORY  2  (Detailed  Explanation) 

•     FIXED  MOVING  EXPENSE  PAYMENT  ("In  Lieu  of) 

A.  A  displaced  business  (with  the  exception  of  an  outdoor  advertising  display).  A  displaced  business  may  be  eligible 
to  receive  a  Fixed  Moving  Expense  Payment,  as  an  alternative  to  receiving  payment  for  Actual  Reasonable 
Moving  and  Related  Expenses.  This  Fixed  Moving  Expense  Payment  is  based  on  the  average  annual  net  earnings 
of  the  business  as  shown  on  Federal  tax  returns  for  the  two  years  immediately  preceding  the  date  of  acquisition. 

The  payment  to  an  eligible  business  may  not  be  less  than  $1,000.00,  nor  more  than  $  20,000.00. 

To  qualify  for  this  payment  a  displaced  business  must: 

1.  Own  or  rent  personal  property  which  must  be  moved  and  for  which  an  expense  would  be  incurred  for  such 
relocation;  and 

2.  Be  unable  to  relocate  without  a  substantial  loss  of  existing  patronage;  and 

3.  Not  be  part  of  a  commercial  enterprise  having  more  than  three  other  entities  engaged  in  the  same  or 
similar  activities  that  is  not  being  acquired  by  the  agency;  and 

4.  Meet  certain  minimum  income  requirements. 

A  Relocation  Agent  will  inform  the  Displacee  as  to  their  eligibility  for  this  payment,  and  the  documentation  required 
in  order  to  file  a  claim. 

B.  A  Nonprofit  Organization.  A  displaced  nonprofit  organization  may  choose  a  fixed  moving  expense  payment, 
instead  of  a  payment  for  actual  moving  and  related  expenses,  when  it  cannot  be  relocated  without  a  substantial 
loss  of  existing  patronage  membership  or  clientele).  Anon-profit  is  assumed  to  meet  this  test,  unless  the  agency 
demonstrates  otherwise.  The  amount  to  the  eligible  non-profit  organization  may  not  be  less  than  $1,000.00,  nor 
more  than  $  20,000.00.  Any  payment  of  over  $1 ,000.00  must  be  supported  by  financial  statements  for  the  two  12- 
month  periods  prior  to  the  acquisition. 
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c. 


What  is  needed  to  verify  earnings? 


Earnings  and  compensation  will  be  determined  by  Federal  Income  Tax  returns  filed  by  the  business  or  farm 
operator  and  its  owner,  spouse,  and  dependents  during  the  prior  two-year  period.  Regulations  allow  use  of  City, 
County,  State  or  Federal  returns  or  certified  financial  statements,  provided,  of  course,  that  any  records  used  are 
adequate  to  support  eligible  income  upon  review  of  these  records  by  the  State.  In  the  case  of  a  corporation, 
earnings  shall  include  any  compensation  paid  the  spouse  or  dependents  of  the  owner  of  a  majority  interest  in  the 
corporation.  For  the  purpose  of  determining  majority  ownership,  stock  held  by  a  husband,  his  wife,  and  their 
dependent  children,  shall  be  treated  as  one  unit. 

D.  What  if  the  business  has  been  in  operation  less  than  2  years? 

A  taxable  year  is  defined  as  any  twelve  month  period  used  by  the  business  or  farm  for  filing  tax  returns.  Where  the 
business  was  in  operation  for  the  prior  twelve  consecutive  months,  or  more,  but  was  not  in  operation  during  the 
entire  two  proceeding  taxable  years,  the  payment  shall  be  computed  by  dividing  the  net  earnings  by  the  number  of 
months  the  business  was  operated  and  multiplying  by  12. 

E.  Net  earnings  information  must  be  provided. 

For  the  owner  of  a  business  or  farm  operator  to  be  entitled  to  his  payment,  the  business  or  farm  must  provide 
information  to  support  its  net  earnings. 

F.  Partial  taking  of  a  farm 

In  the  case  of  a  partial  taking  of  a  farm,  the  property  remaining  after  the  acquisition  must  no  longer  be  considered 
an  economic  unit  as  determined  by  the  Right  of  Way  Bureau  in  its  appraisal  process  to  qualify  for  the  "In  Lieu  of 
payment.  If  it  is  still  an  economic  unit,  then  the  farm  operator  is  not  entitled  to  the  "In  Lieu  of  payment. 

IV.        INELIGIBLE  MOVING  AND  RELATED  EXPENSES 

Payment  WILL  NOT  include: 

1.  The  cost  of  moving  any  structure  or  other  real  property  improvement. 

2.  Interest  on  a  loan  to  cover  moving  expenses. 

3.  Loss  of  goodwill. 

4.  Loss  of  profits. 


4^ 
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5.  Loss  of  trained  employees. 

6.  Personal  injury. 

7.  Any  legal  fee  or  other  cost  for  preparing  a  claim  for  a  relocation  payment,  or  for  representing  the 
Displacee  before  MHD. 

8.  Payment  for  physical  changes  to  the  real  property  at  the  replacement  location  of  a  business  except  those 
eligible  f  as  a  Business  Reestablishment  Benefit  Payment  or  re-installation  costs  necessary  to  install 
relocated  personal  property. 

9.  Costs  for  storage  of  personal  property  on  real  property  already  owned  or  leased  by  the  displaced 
business. 

10.  Operating  expenses  incurred  at  the  new  location  in  addition  to  those  expenses  eligible  as  a  business 
reestablishment  benefit  payment. 

V.        ADVERTISING  SIGNS 

A.  As  the  owner  of  a  legally  permitted  outdoor  advertising  display,  the  Displacee  is  eligible  for  a  Relocation 
Payment  for  Actual  Reasonable  Moving  and  Related  Expenses.  The  Displacee  is  not  eligible  to  receive 
the  "In  Lieu  of  Moving  Expense  Payment. 

B.  If  Displacee  chooses  not  to  relocate  or  replace  the  sign,  the  payment  for  direct  loss  of  personal  property 
would  be  the  lesser  of: 

1.  The  depreciated  reproduction  cost  of  the  sign,  as  estimated  by  MHD,  less  the  proceeds  from  its 
sale. 

-OR- 

2.  The  estimated  cost  of  moving  the  sign  without  temporary  storage.  MHD  will  Inform  the  Displacee 
as  to  the  exact  costs  that  may  be  reimbursed. 

Reimbursement  for  actual  reasonable  expenses  in  searching  for  a  replacement  sign  site  may  not  exceed  $ 
1,000.00.  Any  cost  to  MHD  for  the  removal  of  abandoned  signs  shall  be  deducted  from  the  claim. 
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VI. 


PREPARING  FOR  THE  MOVE 


There  are  three  (3)  options  available  for  completing  the  physical  move  of  a  business  from  their  current  location  to 
a  new  location  (see  pages  14  for  the  documentation  requirements  for  each  type  of  move); 


IT  IS  THE  BUSINESS  OWNER'S  RESPONSIBILITY  TO  SELECT  THE  METHOD  THAT  BEST  SUITS  THE  NEEDS  OF 
THEIR  RELOCATION. 

VII.       GENERAL  MOVING  REQUIREMENTS 

The  following  preliminary  steps  must  be  followed  by  the  Displacee,  regardless  of  which  of  the  three  (3)  options 
described  in  Section  VI  are  chosen. 

1 .  Inventory  of  Personal  Property  Items.  This  inventory  will  be  taken  by  the  Displacee  and  the  Relocation  Agent,  and 
it  is  a  detailed  listing  of  all  items  determined  to  be  personal,  property  in  the  "Real  and  Personal  Property  Report". 
The  format  of  the  completed  Inventory  list  should  be  broken  down  into  2  separate  parts:  Part  I  --  Personal 
Property  to  be  Moved;  Part  II  --  Personal  Property  NOT  to  be  Moved.  All  personal  property  items  (listed  in  both 
parts  of  the  Inventory)  will  be  numbered,  described,  and  the  quantity  will  be  indicated. 

The  completed  inventory  must  be  verified,  dated,  and  signed  by  the  Displacee  or  their  authorized  agent;  and 
verified,  dated  and  signed  by  the  Relocation  agent. 

2.  Relocation  Performance  Specifications.  Specifications  for  the  move  of  the  items  listed  in  the  Inventory  (Part  I  -- 
Personal  Property  to  be  Moved)  will  be  prepared  by  MHD,  with  assistance  from  the  Displacee. 

The  "Specifications"  should  clearly  describe  the  total  scope  of  work  to  be  performed  by  a  commercial  mover 
and/or  contractor,  and  if  applicable,  tradesman.  If  the  move  of  the  Inventory  will  require  the  use  of  tradesmen 
(such  as  plumbers,  electricians,  carpenters,  etc.),  then  the  Specifications  should  be  subdivided  to  reflect  the 
specific  responsibilities  for  each  separate  category  of  tradesmen  required  --  so  that  bids  can  be  obtained  from 
each  type  of  tradesmen. 


1. 
2. 
3. 


A  commercial  move. 
A  "self-move". 

A  combination  commercial  move  and  self-move. 
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The  Specifications  should  clearly  indicate  the  origin  of  the  move  and  the  destination,  and  it  should  reference  the 
"Inventory"  list  developed  in  #1  above  by  identifying  the  date  the  Inventory  was  taken,  and  the  number  of  pages  of 
the  Inventory.  It  should  also  include  a  breakdown  indicating  the  sequence  of  events  which  are  anticipated,  such  as 
disconnect,  remove,  load,  transport,  unload,  reset,  and  reconnect. 

The  Specifications  should  indicate  (by  page  and  number)  which  items  require  packing  and  unpacking  and  the 
estimated  number  of  cartons,  barrels,  containers,  etc.  to  do  so;  which  items  require  rigging,  electrical,  plumbing, 
carpentry  or  special  handling;  and  any  other  pertinent  facts  required  in  special  or  complicated  moves. 

Only  one  set  of  specifications  will  be  approved  and  authorized  by  MHD  for  the  move  of  the  items  listed  in  the 
Inventory. 

3.  Bids.  After  the  Inventory  and  Specifications  have  been  prepared,  it  is  required  that  bids  be  obtained  by  the 
Displacee  and/or  MHD  from  at  least  three  (3)  qualified,  reputable  commercial  movers  and/or  tradesmen. 

If  the  work  will  require  the  use  of  tradesmen  (in  addition  to  a  commercial  mover),  then  at  least  three  (3)  bids 
should  be  obtained  for  each  trade. 

Each  bid  should  reference  the  dated  Inventory,  item  numbers,  and  the  Specifications  upon  which  their  bid  is 
based.  The  lowest  responsible  bid  will  set  the  high  limit  of  eligibility  for  the  reimbursement  of  the  Displacee's  actual 
reasonable  moving  expenses. 

For  some  moves,  MHD  may  hire  its  own  expert  consultants  (in  the  moving  and  trade  fields)  to  determine  fair  and 
reasonable  costs  for  the  relocation. 

IT  IS  THE  BUSINESS  OWNER'S  RESPONSIBILITY  TO  SELECT  THE  METHOD,  AND  THE  MOVING 
COMPANY/CONTRACTOR,  THAT  BEST  SUITS  THE  NEEDS  OF  THEIR  RELOCATION. 

4.  Authorization  To  Move.  Once  all  of  the  bids  to  relocate  the  "Inventory  of  Personal  Property"  (according  to  the 
"Specifications"  developed)  have  been  obtained,  the  Displacee  should  submit  them  to  MHD  for  a  review  by  MHD's 
Business  Relocation  Claims  Advisory  Committee  (BRCAC). 

The  Displacee  will  be  issued  an  "Authorization  to  Move"  by  the  BRCAC  -  -  which  is  a  formal  approval  for  the 
Displacee  to  relocate  the  personal  property  and  which  indicates  a  monetary  amount  which  is  the  maximum  eligible 
reimbursement  amount  (unless  unforeseen  circumstances  arise  which  the  Displacee  can  document). 
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The  amount  shown  in  the  Authorization  to  Move  is  based  on  the  lowest  responsible  bid  submitted.  However,  it  is 
the  business  owner's  responsibility  to  select  the  mover. 

MOVING  PRIOR  TO  RECEIVING  THE  "AUTHORIZATION  TO  MOVE"  WILL  JEOPARDIZE  DISPLACEE'S  ELIGIBILITY 
FOR  RELOCATION  BENEFITS. 

5.  Outstanding  "Use  &  Occupancv  Charge".  If  Displacee  is  in  arrears  on  monthly  Use  &  Occupancy  charges  (see 
"Use  of  Property  After  the  Commonwealth  Acquires  the  Property"  in  the  "Eminent  Domain  Procedures"  booklet), 
then  MHD  will  deduct  the  outstanding  fees  from  Displacee's  relocation  claim. 

6.  When  must  a  claim  be  filed?  All  claims  for  relocation  payments  must  be  filed  with  MHD  within  18  months 
after:  (!)  For  tenants,  the  date  of  displacement;  (11)  For  owners,  the  date  of  displacement  or  the  date  of  the 
final  payment  for  the  acquisition  of  the  real  property,  whichever  is  later. 

VIII.  NOTIFICATION  OF  INTENT  TO  MOVE 

After  the  MHD's  Business  Relocation  Claims  Advisory  Committee  has  approved  an  "Authorization  to  Move",  it  will 
be  mailed  to  the  Displacee.  Included  along  with  the  "Authorization  to  Move"  will  be  a  blank  form  letter.  Prior  to 
moving,  the  Displacee  must  contact  MHD  by  mailing  the  form  letter  -  which  notifies  MHD  of  the  Displacee's 
intention  to  move,  and  indicates  the  date(s)  on  which  it  will  be  relocating. 

THIS  FORM  MUST  BE  GIVEN  TO  THE  RELOCATION  AGENT  AT  LEAST  SEVEN  (7)  DAYS  PRIOR  TO  THE  MOVE 
DATE  INDICATED. 

The  purpose  of  this  form  is  to  allow  the  relocation  agent  to  perform  a  Pre-Move  Inspection,  and  to  insure  that  the 
relocation  agent  will  be  available  to  monitor  the  move. 

IX.  NEGOTIATED  SELF-MOVE 

This  type  of  claim  will  be  utilized  only  when  MHD  receives  at  least  three  (3)  moving  bids  from  qualified  moving 
firms  or  specialists,  based  on  the  certified  Inventory  list.  An  amount  will  then  be  negotiated  with  the  Displacee  for  a 
self-move,  which  is  not  to  exceed  the  lowest  of  the  moving  bids. 

Upon  acceptance  of  an  amount,  the  Displacee  shall  sign  a  "Negotiated  Self-Move  Agreement  Letter".  The 
Displacee  is  only  required  to  submit  a  certified  inventory  of  items  actually  moved.  However,  if  removal  and 
reinstallation  charges  are  included,  then  the  Displacee  must  also  submit  a  "Self-Move  Claim  Form",  together  with 
a  "Documentation  Checklist"  and  a  breakdown  of  charges.  This  would  include  receipted  bills,  cancelled  checks,  a 
satisfactory  work  letter,  and  a  signed  "Fraudulent  Statement". 
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X.         MOVING  EXPENSE  FINDING 


On  small,  uncomplicated  moves  self  moves,  a  qualified  State  employee  may  make  a  Moving  Expense  Finding  in 
an  amount  not  to  exceed  $2,500.00.  This  finding  must  be  made  by  someone  other  than  the  assigned  relocation 
agent,  and  it  must  be  on  the  form  entitled  "Business  Relocation  Claim  Moving  Expense  Finding".  The  Displacee 
may  receive  this  type  of  claim  in  addition  to  "Searching  Cost"  and  "Business  Reestablishment  Benefit  Payment" 
expenses,  and  it  will  be  explained  in  more  detail  by  the  Relocation  Agent. 

XI.        CLAIM  DOCUMENTATION/RECORDS  RETENTION 

When  a  Displacee  submits  a  relocation  claim  to  MHD  for  reimbursement,  the  claim  must  be  supported  by 
documentation. 

It  is  recommended  that  the  Displacee  keep  the  following  records,  and  include  them  with  the  relocation  claim,  when 
the  claim  is  submitted  to  MHD  for  payment: 

1.  Commercial  Move.  This  is  usually  the  simplest  method  of  making  a  move.  The  suggested  records  include: 
bills  of  lading  and  itemized  bills;  copies  of  both  sides  of  all  cancelled  checks;  mover/contractor  daily  sign-in 
sheets;  and  signed  and  receipted  invoices  by  which  payment  has  been  made. 

2.  Self-Move.  The  total  cost  submitted  in  this  method  may  not  exceed  the  authorized  low  bid  amount. 
Recommended  records  include  evidence  of  Social  Security  number,  rate  of  pay,  hours  and  dates  worked 
by  all  personnel,  a  signed  statement  from  each  employee  indicating  that  he  received  wages  for  work  on 
the  relocation  and  an  explanation  of  the  duties  each  employee  performed,  such  as  truck  driver,  helper, 
packer,  etc..  Similar  records  should  be  kept  on  all  equipment  used  such  as  trucks,  fork  lifts,  etc.  The 
Displacee  must  submit  a  signed  statement  that  the  wages  claimed  were  actually  paid. 

3.  Combination  Move  ~  Commercial  and  Self-Move.  The  documentation  required  for  each  type  (commercial 
or  self)  described  above  would  also  apply  to  that  part  of  a  combination  move. 

In  every  step  of  the  relocation  process,  it  is  strongly  recommended  that  the  Displacee  obtain  and  retain  all 
cancelled  checks  (a  copy  of  both  the  front  and  back  will  be  necessary);  receipts;  invoices;  daily  sign-in  sheets;  bills 
of  lading;  lease  (s);  auction/trade-in  costs;  copies  of  advertisements;  and  other  documentation  relating  to 
relocation-related  transactions. 
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XII. 


HAZARDOUS  MATERIAL  DISPOSAL 


Disposal  of  hazardous  and/or  flammable  material  is  not  an  eligible  relocation  expense.  Therefore,  the  Displacee  is 
reminded  that  any  material  that  could  be  considered  hazardous  material  should  be  removed.  The  relocation  cost 
will  be  included  in  the  "actual  moving  expenses"  category,  if  moved  to  the  replacement  location.  However,  if  MHD 
is  required  to  dispose  of  any  of  this  material,  the  cost  of  the  disposal  may  be  subtracted  from  the  "Actual, 
Reasonable  Moving  and  Related  Expense"  portion  of  the  claim. 

XIII.  PAYMENT  PROCEDURE 

After  the  Relocation  Agent  completes  the  Displacee's  claim  package,  it  is  presented  to  MHD's  "Business 
Relocation  Claims  Advisory  Committee"  (BRCAC)  for  review  and  approval.  The  BRCAC's  recommendations  are 
then  forwarded,  and  the  following  actions  are  taken; 

1.        A  recommendation  for  payment  of  all  approved  relocation  payments  is  forwarded  to  MHD's  Board  of 
Commissioners.  Documentation  for  the  payment  of  the  approved  amount  is  then  forwarded  to  MHD's 
Fiscal  Management  section,  and  payment  is  made  after  a  check  is  issued  by  the  State  Treasurer's  Office. 

2.        Provides  the  Displacee  with  written  notification  of  all  ineligible  costs  on  a  "Computation  of  Payment"  form. 

RELOCATION  COSTS  APPROVED  BY  THE  B.R.C.A.C.  FOR  REIMBURSEMENT  WILL  NOT  BE  FORWARDED  TO 
THE  BOARD  OF  COMMISSIONERS  (AND  THUS  PAYMENT  CANNOT  BE  MADE  TO  THE  DISPLACEE)  UNTIL  AFTER 
A  PROPERLY  COMPLETED  TAXPAYER  IDENTIFICATION  FORM  (I.  R.  S.  FORM  W-9)  IS  RECEIVED  BY  M.  H.  D. 
FROM  THE  DISPLACEE. 

XIV.  APPEAL  PROCEDURE 

If  a  Displacee  has  been  denied  a  relocation  payment,  or  if  a  Displacee  believes  payment  should  be  in  a  greater 
amount  than  was  approved  by  MHD's  Business  Relocation  Claims  Advisory  Committee,  then: 

1 .        The  Displacee  should  file  an  appeal  with  the  MHD  Hearing  Officer  designated  by  the  MHD  Commissioner 
to  review  appeals: 

Administrative  Law  Judge 
Massachusetts  Highway  Department 
10  Park  Plaza 
Boston,  MA  02116 
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2. 


An  appeal  should  be  submitted  in  the  following  form: 


"This  letter  serves  as  an  appeal  of  the  amount  I  recently  received  as  a  relocation  payment,  related  to  a 

land  taking  made  on  (date)  in  the  City/Town  of  .  Please  contact  me 

at  the  below  address; 

Name: 


Address: 


Phone  No.: 


APPEALS  MUST  FILED  WITHIN  60  DAYS  OF  THE  DATE  THE  DISPLACEE  RECEIVES  WRITTEN  NOTIFICATION  OF 
THE  DECISION  BY  ID'S  BRCAC. 
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